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Deb Fredrickson
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Step 1:  Create School Year
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Step 2:  Create New School Calendar
Check previous Calendar Use to create new calendar
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Use Wizard to Roll Calendar
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Give Yourself Rights!
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Calendar Set-Up

• Check each heading for content

• Make sure all grade levels needed are present

• Schedule Structure:  Main (need something)

• Set your terms (we call ours terms, some 
quarters, some trimesters)  Need dates from 
administration for this.  
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Terms in Calendar
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Periods in Calendar
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Day Reset

• Once you have terms and periods, you need to 
do a Day Reset

• Do not be concerned about the warning—it 
needs to be done!

• Here is where you should set the calendar to 
the actual start day, first day of school.

10



Day Reset
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Calendar Days
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Enrollment Roll Forward
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Enrollment Roll Forward

• There is no limit to the number of times you 
can roll students

• Make sure as students leave, you end their 
enrollments (do not delete)

• After all enrollments are done (usually 
summer), clean up enrollments with 
enrollment cleanup wizard (system 
admin/student)
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Course/Section Set Up
• Make sure all courses needed are present

• Do a search, course section in pull-down

15



Course Settings
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Course Settings
• Set from left to right on the heading

• Sections:  check to see right number of 
sections, correct teacher

• Grading tasks:  Make sure these are set—
teachers will be lost without them (be 
especially careful of changes or additions)

• Grading tasks (choose default score group for 
teachers) This is one area I see a lot of errors 
in.  Cannot mix grading scales in a course!
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Course Set Up

• Standards:  depends on school

– Can use built in standards

– Can write your own (Watertown has as “I can 
statements”

– Leave grading/posting open all term or just at 
end?

– Lots of work to do on back side to get set up
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Course Set Up Cont.

• Composite Grading:  Admin set or teacher?

– Works either way, but help staff set up if their 
choice so they understand what they want Vs. 
what they say

• Course rules are for scheduling—may or may 
not have them

• Fees:  if you use them, add them here
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Section Set Up
• Click on a section name
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Section Set Up

• Notice the setting—check marks for terms 
very important

• Options:  Lunch count, display name (will 
show in portal and on report cards), room 
number, skinny sequence, new—online over-
ride, max number students
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Section Set Up
• Staff history—use for new instructor or to add 

more (inclusion, team teaching, student 
teachers, Multi-district, etc)

• Grading by task and grading by student—can 
help staff here with posting if need be

• Roster—shows who is in the course

• Roster Set-up tab (use until school starts)

• Roster Copy can be your best friend
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User Groups
• Why have user groups?

– Giving calendar rights

– Helpful in scheduling

– This can save you TIME!

– Use the groups to build Ad Hoc reports for staff

• Always make yourself a copy and save it to your 
account

– Edit and view rights

– Membership summary
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Groups

• Never remove people from Campus

– Only remove their rights

• Are you a Campus Administrator?

– Add yourself to the groups

– Refresh your rights after each update
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User Security

User Groups
User groups can be used to consistently assign rights across the district.  

• Under System Administration, User Security, User Groups, select Create a New User Group

• On the Tool Rights tab, select the appropriate user tools 

Calendar Rights
Calendar rights determine the schools and years a user or group of users can see.  These should 
be assigned to a group that does not have tool rights

• Assign the appropriate calendar year and school on the Calendar Rights tab.  The modify 
checkbox determines read or inquiry only rights for the specified calendar. 

User Accounts
User accounts can only be created after a person record has been created.  Each user should be 
assigned to the appropriate tool groups and calendar groups.  
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Simple Ad Hoc Reports
• What is an Ad Hoc?
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Ad Hoc (Simple)

• Simple Query that allows you to pull 
information out of Campus

• Robust or as simple as you need

• Save to your account or save to groups

• Understanding the data base

– Easier said than done, patience and 
experimentation
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Ad Hoc
• Samples Watertown Uses:

– nurses

– Beginning year picture lists for vendors

– Ethnicity

– Lists for elementary admin assistants (school 
reach, perfect attendance, etc)

– Student list for ICU Database

– Attendance desk for school reach calls

– ETC, too many to mention
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COVID-19 Calendars
• Can a district choose to create a separate calendar within an already existing school to house 

their students who are choosing to attend virtually? A: Yes. A district utilizing Distance 
Learning options 1, 3, or 4 for the 2020-21 school year (see 
https://doe.sd.gov/coronavirus/documents/SupportingStudents.pdf) can create an additional 
calendar within an already existing school. To provide consistency throughout the state, the 
DOE is asking for districts to name these new calendars as follows: Calendar Name = Name of 
School C-19 Virtual (Example = Carthage Elem C-19 Virtual)

• Can a district create one calendar to house all students (K-12) who are attending virtually?   
A: No. Districts must utilize their existing school structure and create separate virtual 
calendars for each attendance center. (Example: Elementary, Middle School, High School). 

• Starting Well 2020:  https://doe.sd.gov/coronavirus/startingwell.aspx


